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To: SFA Authorized Representatives/Food Service Managers
From: Kenadine Johnson, Cooperative Purchase Coordinator
Date: September 27, 2010
Re: Ordering for the Winter 2010-11 OPI Cooperative Purchase Bid Due October 29, 2010

You may place orders on the Winter 2010-11 OPI Cooperative Purchase Bid on Friday, October 1
through Friday, October 29.

To complete your purchase order:

1. Log into http://data.opi.mt.gov/CooperativePurchasing/Frmlogin.aspx and enter the kind and
quantity of each item that you wish to purchase for delivery January 2011 to June 2011.
Complete this order by October 29, 2010.

2. After completing the purchase order, print a copy to review for accuracy and maintain in your
files. Purchase order numbers may be assigned by the district to facilitate tracking of the order
and payments.

3. Finalize your order and print the signature page. The signature page must be signed by the
School Food Authority Authorized Representative (i.e., Superintendent, District Clerk or
Board Chairman) and Food Service Manager. Mail the signed signature page to the Office of
Public Instruction, School Nutrition Programs, PO Box 202501, Helena, MT 59620 or fax to
(406) 444-2955.

Ordering items priced per pound:

It is important that you enter your order for the Cooperative Purchase Bid carefully. Print the completed
purchase order to double check the pack size and number of units that you are ordering. Only the following
items are ordered by pounds.

Bulk Cereals
100 - Bulk, Corn Flakes
97 - Bulk, Frosted Corn Flakes
291 - Bulk, Frosted Mini Wheats, Bite Size
99 - Bulk, Fruit Circles (Fruit Loops Type)
292 - Bulk, Honey Nut Oat Circles
98 - Bulk, Raisin Bran
101 - Bulk, Rice Krispies
96 - Bulk, Toasted Oat Circles
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Meat, Beef
137 — Beef Pattie, Breaded Precooked
138 — Beef Pattie, Char Broiled, Unbreaded, Precooked

Meat, Chicken
131 - Chicken Pattie, Breaded

Meat, Franks
128 - Corn Dogs, Chicken

Once the purchase order is completed and the signature page is signed, it is a signed contract and the district
is obligated to purchase what has been ordered.

Deliveries and payments:

1. There will be four monthly deliveries during the bid period. Please give the amount that you
want for each item in each delivery. There is no limit to the quantity that can be ordered.
Please be aware of the pack size when placing your order.

2. Orders that total less than $200 per delivery may be combined into a bi-monthly delivery.

3. The winning bidder will bill your district for items ordered/delivered. Payment must be made
within 45 days of delivery.

4. The price per item will be determined by the bid. If you do not receive all items that you
ordered or the invoice price was not bid price, contact the Office of Public Instruction, School
Nutrition Programs, Cooperative Purchase Program. The only exception is on items that are
priced per pound (see information about items priced per pound above).

5. The Office of Public Instruction, School Nutrition Programs, Cooperative Purchase Program
will charge your district a small administrative fee (varies between 2-4 percent) of the total
cost for all items ordered. The administrative fee will be billed during the last delivery period
and is due within 30 days. Warrants or checks are payable to Cooperative Purchase Fund.

If you have questions, please contact Kennie Johnson, Cooperative Purchase Coordinator at (406)
444-2501 or (406) 444-4412.
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